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ANNEX=1

PROBLEM:

To develop a gystematic method of determining normal promotion
progression for all lines of work within the GSe5 to (S=11

range. :
ASSUMPTIONS

The Agenty will econtinus to adhere, insofar as possible, to
the principles of the Classification Act of 1949, and to
Faderal Personnel procedures promulgated by the U.S. Civil
Service Commission in connectlion with its implementation.

DISCUSSIONs

Paragraph 2b, [ Promotion, 30 April, 195k states,
"Promotions will be limited to ons grade except where double
grade stages have been established as the normal progression
within the grade range GS«5 through GS<11", '

The comparsbls restriction on promotions thich spplies to
Agencies not sxcepted from the Classification Act of 1949 is |
of statutory nature (the Supplemental Appropriation Act of
1952, commonly known as the Whitbten Amendment), In Section '
130 () (2), this statute provides that no person shall bs
praomoted or transferred to a higher grade without having

served at least one year in the next lower grade, except that
promotions of two grades may be made to positions not higher
than 05«11, which are in a2 line of work properly classified
under the Classification Act of 1949 at twoegrade intervals,

A comparison of the CIA Pramotiom Regulation and the Whitten
Amendment promotion requirements reveals a striking similavity
in basle objectives and approach, Both provide for an orderly,
systematic and controlled promotion progression for employecsg
our plan, however,; is more flexible as exceptions to the "time«
in~grade" requirements may be made more readily when justified.
With respect to defining the categories of positions in the
0S=5 through GS-11 range in which double=grade promotions mey
be made, the Whittern plan permits such promotions whenever the
line of work is classifisble &b tw ade intervals under the
ClassT¥ication Act. Uur plan's comparable requirement 18 Lhat
Wg the line of work is established in
doubYe-grade stages.
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do For Faderal Agencies under the Classification Aet, the
Civil Service Commission designates, by Classification
Series, lines of work classifisble at one and two-grade
intervals, (U.S. Civil Service Commission Departmental
Cireular No, 671, Supplement L), This type of spproach
could be adopted in CIA with appropriate modifications to
meot the réquirements and cbjectives of the Career Service
Program, and to consider the atypleal lines of work found |
in our Ageney. With this frame of reféremce, a review of
our occupationsl structure suggests that promotiocm progression
patterns could be narrowed basically %o the following threes

(1) (2) LS
Promotional Stages Professional and
from Entrance level . Techrnician and  Specialized
to Journeyman Level Clericsl Professiomal Aid Admi.;nistratim
1 GS=3 aS=5 | G8=5
2 GSely G5=6 - 0S=T7
3 GS=5 8=7 ' QS+9
L as=6 GS=8 . GS=11
5 GS=T3 3S«9 . (S<12
Supervisory and 05<8 8=10 S s
Advanced lLevels GS=9 0S=11
GS«10 GS=12 | 65«18
GS-11 GS5+13 ;

(1), Cleidical Patternt

This ineludes all positions in the clerical, stenographic,
businessemachine operation, secretarial and related fields.
The progression provides for an entrance lewel in which

the most routine elerical work is accomplished, and advanced
levels, with progressively more difficult and responsible
work assigned at each higher level. The clerical " journeyman®
Yevel of the position varies from GS=5 to (5«6 depending
upon the camplexity and difficulty of work performed. The

# NOTE: Some specialtles onlye

w2 w :
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GS~7 level 1s generally limited to positions with significant
requirements in addition to the clerical factors, e.ge Secrebary
positions with semi-professional tasks, strong contact duties
ar supervisory responsibilities. 4 promotion progression of
ane-grade intervals is believed desirsble for the cleriecal
category for the following reasmmss
|
(a)o It provides for an "apprenticeship" or training period with
$wo to three stages pricr to employee achieving the Journeyman
level. i
() o Utilization of twosgrade promotioms as the rule could easily
result in many employees reaching the top rung of the ladder
in their field in a relatively short period of %ims and without
having attained the stage of job maturity and proficiency
necessary to provide efficient; secure and economical clerical
support.t* Under these circumstances, premature pressure might
easlly develop for umwarranted upward changes in the clerical
grade structure or for tra sfers of clerieal persomnel to
other limes of work for which their qud ifications were extremely

(c)» The nature and variety of work performed and supervision and
guidelines followed ave guch that distinguishing features exlst
for the work at each grads level. Utillzation of double~grade
promotions might result in an individual "skipping" ome phase
or level of clerieal wark that is prerequisite to successful
performance in the positicn to which promotede ‘ |

| 25X1A
(3)o In accardance with a certifieation is required that .

%he individual being promoted is the best qualified individual
for the positiom within the zone of considoration. If tvo=
grade promoticns were used, in each case of prorosed promotion
from 0S«); to GS=6, for example, all GS=5 clericals as well as
GS=}'s would have to be considered before the GS=h could be
given the "double Jump". : |

|

{2} Single<grade promotion progression for this eategory of positions,

with few exceptions, is mandatory in other Federal Agencles
under the Classification Act. '

# NOTE: To perform successfully at the GS-7 level, a Sec¢retary
should be expert not only in the technical secretarial skills,
vub also should possess comprehensive knowledge of the Agency
organization, operations, procedures, precedents and other backe
ground obtainable only over a substantial period of time.
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(2)e

(a);

(v).

(O) o

Technician and Professional-Aid Patterns

This category encompasses Technieian positions such as
Electronics Technicians, Radio Operators, Draftoman, .
Maintenance Superintendents, ete.; as well as positions
engaged in supporting professional activities. The
Professional=-Ald positions require a close familiarity
with the terminology, techniques and procedures in a pro-
fessional field, but are not responsible for rendering
professional ?atemimtions, declsions, and taking final
substantive actions. An academlie professional background
is not a qualifipation requirement. Among Professional
Aid positions are Intelligence Assistants, Medical Techniecal
Asslstants, Enginecoring Aids, Training Assistants, ete. The
promotion pattern for Technician and Professional Afd |
positions is characterized byt

Entrance. &t the GS=5 level on the basis of quslifieation |

requirements which specify some prior training, education,
and/or experience in, or related to, the line of wark.

Diat.inguishable variances exist in the type and difficulty
of work performed at each succeeding lewel.

The "semi-professional™ type o work performed is such |
that onsthe-job experience of substantlal dwration at each
level is prerequisite to successful performance of the work
of the noxt higher level, As in the case of the clerieal
lire of work, advancement by one grade stages is necessary
to provide a promotion pattern which will result in a satise

factory “apprentice" period. In addition, proper grade align-

ment of these posltions with those in the clerical category
as well as in the professional and speclalized administrative
category on the basia of duties and responsibilities requ.’tres
the use of one-grade intervals. |

Professional and Speclalized Administrative Pattern:
This category 1s comprised of:

Positions in the "recognized" professions, (s.g. Ghem:l.sts,
Attorneys, Medical Officers, Mechanical Engineers, Librarians).

Positions in, and neculiar to, the "intelligence" profession,
(e.go Operations Officers, Intelligence Officers, Biographie

Analysts).
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Positions in specialized administrative, mansgepial and
executive fields, (e.g. Auditors, Transportaticm Officers,
Finence Officers, Personnel Officers, Administrative Officers),

The three sub=categories of positions(l), (2), (3), above,
can be lumped together for purposes of this study due to the
following similarities in their basie characteristicss e

The positions are allocated with the same range of grade lavfels
and have, generally speaking, parallel "journeyman® levels o{?

The same level of specialized qualification requirements applies
at parallel grade levels, farmal educational background or its
equivalent as an entrance qualifiecation requirement being a icmmm
denominatar, ;
i
The positions in this group comprise the bulk of the protessq.onal
and executive staff of the Agenoy.

|
A normal progression of two-grade stages (0S5, 7, 9, 11, 12) for
this group is indicated by the fallowlng considerations:

Promotions of two-grade stages has besn the general practiccg in
CIA as well as in the Federal Service at large in the lines of work
involved. :

Although variances exist in meny lines of work (partimlarly!
Administrative) in this group, a gensral hypothesis may be stated
that in CIA, GS=12 iz the full jourmsyman lewvel for occupations
covered. Therefore, a two-grade progression provides four stages
of advancement from the entrance level to the jourmeyman. The
principal entrance step for the category, 0S=5, requires training
and education or the equivalent inm work experience of a Bachelorts
Degreeo, Advanced formal education is desirable for many positiome
in this group, in which case possession of a Masterts Degree moste
the qualification requiremsnts for ths G5-7 level and a Dostor's
Degres for GS=9, thus establishing the first three steps in the
progression pattern. The fourth step, GS-ll; provides a desirable
period of work experience prior to ths PhD ashieving ¥ journeyman®
status, :

Actual work assignments at the lewels below journmeyman reflsst the

{act that basically the same nature and variety of work is performed
at each successive level uith the distinguishing feature betwean
levels consisting prinecipally of the degree of instruction, review
and supervision received. The use of "even numbered" grades would
tend to establish artificial levels which are extremely diffieult

to defirr and distingmish from levels above and below.
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(d)o Exceptions to Professional and Speciallized Adninistrative
Patterns .

lo Progressiom of GS=5, GS=6; GS=7, 0S=9, GS~1l, G5-12

This progression applies to a speeial elass of positions,
administrative in nature, in which the work performed upon |
ontrance and for a substantial period of time thereafter is |
comprised to a great degree of clerical and professionsl aid

tasks, Pesitions in this class are typified by the followings -
Personnel Assistanty, Administrative Assistant, Budget Assistant,
Security Assistant, Supply Assistant, ete.; (Paragraph 3by;

Ammex 2)e Although formal asaderde training is highly desirable
and 1s cqualifying for entrance into this class in grade GS=5,

the academic experience is inveriably not closely related to:

the woek performeds and consequently, a somewhat extended period

ig required for the employee to master the clerical and procedural
dotail prerequisite to the assumption of actual "professionalt
taske, The G5«7 lovel has been found to represent the sbage at
which this occurs (after employee has campleted two sub~professional
or clerical stages), and a normal progression by twoegrade increments
+0 GS=11 thereafter provides a proper grade aligrment with the
balance of positions in the Professional amnd Specialized Administrative
Groupo "Timo-inegrads® requirements at the GS=5 and GS=5 levels

for advancement to the next grade should be the same as specified
for regulsy Clerical, Techniclen, ar Professional Add positioms,

a minimm of six months at each level.

Use of "Even Numbered” Grade lovels elsewhers in the Professional
pecl.allzed minie ative Group AYRET eraqge» 0 -

In addition to the situation set forth in (1) sbove, in a fow
individusl casesy it is practicel to utilize even-numbered grade
levels (05«6, GS=8, GS=10) as exceptions: (a) in the case of
tyrainest positions where it is undesirable to require the employee
o remain in the grade the full waiting period required for a two=
grade pramotion, and (b) in the case of border~line classiflcation
decisions whenever an odd-numbered grade camnot satisfactorily be
used. VWhere the use of "even" grade positions in this group is
justified, a reasonable Hme-in-grade minimm for promotion to an
intermediate grade from that intermediate grade to the next
regular grade, should be established, Logically, this minimm for
a one=grads promotion in this situation would be cne<half the

time required for a noxmal two grade promotion. For ezample,
promotion from GS=7 to GS-8 would require one=half the l2-month
mirdmm time~in~grade required for promotion from GS-7 to GS5«9.

SECHET
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(e)o Inasmuch as the foregoing paragraph sets up two distinet
progression patterns, (a ome=grade progressiom for positions
in the Clerical, Professional Aid, znd Technician field; and
a two=grade progression (with some modifications) for positioms
in the Professional and Speclalized Administrative fields) 2 Some
objections may be raised on the prerdse that "all employees
should be treated alike and given equal oeppartunities for advance«
ment's In rebuttal thereof, the following corments are submitteds

p 1 A qualified individval may, at any tima, be transferred from a
pm the Clexical, Technician, or Profescional Aid field
to a position in thu Professional or Specialized Administrative
fields This fact swould prowide an incentive for employees to
ingrease their value to the Ageney hy participating in Agency or
outeide training, |

20 The progressicn patterns set forth are consistent with ﬂ‘iose in
general use throughcut the Govermment fer corparable types of
positions. ‘

|
3. Where formal wage administration plans are used in private
industry, separate salary schednles and progression patterns
are invariebly established for each of the various categories -
of employecs, (e.go Productiom, Glerieal, Rescarch, Managerial,
and Sales Schedules)s

(£)e A review of the Agency Occupational Structure reveals that by
far the greater number of individual position titles falil within
the "Professional and Speeialized Administrative® category in
vhich the two=grade promotiom progression is being recommended,
Accordingly, 1t was considered practieable to sultmit only a
listing of the categories of positions for which a one=grade
promotion progression was appropriates This listing is ineluded
in Ammex 2, proposed CIA Notice. Categories of positions not
included thereon are those for which the twoegrade promotion
progression is sppropriate. Subsequently, the promotiom d
far each category of Ageney positions can be included in
Occupational Handbook of Classification Titles and Codes,. )
coordinated for publication. ;

L. CONCLUSIONS AND ACTION RNCOMMENDEDS

25X1A

8o The method of determining normal promotion progression for lines
of work in the G5=5 to GS=11 range as outlined in the Discussion
be adopted for Agency use. -

be Froposed publications, Armexes 2 and 3, be approved.
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